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(4) The need for an allotment control procedure handbook

for vouchared funds will be determined when the

25X1A Intermal procedures of the Bivision are written.
when [ »eadguarters Allotment Control
Procedures for Confidential Punds waz developed cone~
sidaration was given to having it also apply to vouchered
funds allotments. It was decided at that time to limit
this handbook to confidential funds because the vouchered
fund allotments are maintained in accordance with Federal
law and govermnment procedures.

{5) A program to complete the fils of approving officers
was lnsugurated in May 1959 and & current file of
such officers will be maintained.

(6) The present procedure for referencing end filing
miscellaneous oblipation records has provean to be
satisfactory. Fo change in thig procedure is
deemed to be necessary.

b. Paragraph Z7b:

(1) The Travel Branch has been instructed to direct all
individusls making refunds due to the Agency to the
caghier authorized to accept ramittences.

(2) The procedures in the Payroll Branch require that all
individunls malkdng remittances in person be directed to
the Flscsl Division cashier who is suthorized to sccept
renittances. PEaployees assigned to this Branch are
briefed on this procedure whan they report for duty. A
fallure to follow this procedure may have been observed
and the employees of this Brench have again been instructed
not to accept remittances.

c. Paregraph 2fe:

The Agency's present policy does not require that the
cashier be bonded under the position schedule bond; however,
& reviev bas been made of this position and the ceshier will
be bonded under the position schedisle bond.

d. Paragraph 274:

(1) The total amount of the funds advanced to each Cashier
bas been verified and corrections mads. Corrective
action has been taken to assure that the Accounting
Branch received advice of Trsasuwry designation of ceahier
and suthorized fund. Also, & monthly verification of
Canhiers and the authorized funds will be made.
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(2) Generml Accounting Office Policy end Procedures Manusl ’
for Guidance of Federal Agancies, Title 7, Section 2730.
10(c) etates that “entries will not be made in the control
or subsldiary accounts for advances to reflect expenditures |
or reimbursements made to the funds.” Enitriee will be
made only for changes in the authorized advances to the
imprast funds or for changes in Cashiers of d sbursing
offices. A review and contol of imprest funds are
currsntly being performed through the audit of reimburse-
ment vouchers and semi-annual audits.

€. Paragraph 27e:

Dasad on the current audit report received from [ 25x1262
25X1A6a | this fund is now being cancelled.

f. Psragraph 271:

The inference in the report that no follow-up wes made on
accounts receivable outstanding prior to the date of the sudit
is not correct. The Agency and the Air Force have an agreement
that all contacts be made either in person or by telephone and
that no written follow~ups be made for security reascns. In
the future a record will be made of contacts made in person
or by telephone which will show the follow-up actions taken.
The actions taken to date have not been effective and every
effort will be made to properly dispose of these accounts
through proper channels. Comptroller Instriction No. 68 is
belng followed except in instances such ag the agreement with
the Alr Force as mentioned above.

B Parmh, gg:

See comments in paragraph 1f. above.
L. Paragraph 27h:

(1) The format of the weckly report of the Piscel Processing
Branch was revised in May 1959 for the purpess of showing
the mge of the inventory of documents on hand which eould !
not be processed for sudit because necessary documents !
Buch as receiving reports had not been received. This ?
vas done as part of an aggressive follow-up policy mede |
effective the first part of Merch 1959 when an employee |
of the Accounting Branch was detsiled to the office of "
the Chief of the Division, under the immedists dirsction
of the Deputy Chief, for the purpose of davoting full
time to the follow-up of misaing documents and certifi-
cations of the receipt of services. ¥For the period March
1959 through August 1959 approximately one and one half
amployees devoted full time to the expediting and pro-
cessing of claims by an aggressive follow-up procedure:
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The Fiscal Ddvision is responsible for certifying all
payroll disbursements. The Payroll Branch maintains controls
vhich provide the besis for this certification. The T/A cards
provide part of the data necessary to meintain these controls
and these cards must be sudited prior to their processing in
the Machine Records Division. We do not agree that they be
Torwarded direct to the Machine Records Division by the compo-
nents originating them. A progrem is now being prepared for
processing the computation of the payroll on an electrounic
computar and consideration iz being given in this progvem to
the proposal that personnel actions be forwarded by the Office
of Personnel directly to the Machine Records Dvision.

Paragraph E7s:

The cards malntained by the Payroll Branch for esch
terminated employes furnish the information necesgary to locate
the vouchers showing the date and smounts paid to the employee.
Experience has shown that the record requires very little time
to maintain and that it is a ready reference for use in engwer-
ing the many questions received relative to smounts paid for
salary and amounts deducted for tswes snd retirement. The
Payroll Branch is responeible for fwrnishing all payroll
information requested relative to tarminated employees and
we 4o not agres that this eard file should be Mscontinued.
This file requires L safe drawers of spece.

Pursgraph 27t:

The present procedures of the Payroll Branch d&o require
that the hours of the night tour of duby be shown on the T&A

card in accordence with Greater care will be
exercised in future audits of this type of duty.
Paragraph 2Ta:

The Technical Accounting Staff, of this Office, plans to
Prepare an Agency handbook setting forth the procedures for
preparing and approving time and attendsnce cards.

Paregraph 27vs

The explanation on pay sbstracts will in the future be
showa in greater detail for the purpose of malking them easily
wndsratandable.

Paxagraph 27y:

(1) Comptroller General Decision No. 36769 states that
"Claims against the United States which involve minor
errvors of computation or extemsion not in excess of 10
may be adjusted upward or downwsrd by Administrative
Officers without having the claim smended by the

REPR00 1240000 13Q380004-4
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